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TEAMS BASIC NAVIGATION

“Back Button”
¢ Do not use the browsers “Back” button! Users are booted from the application and will have
to log in again.
e Use the navigation (e.g., “Cancel” links or tabs) to move around in the application.

Exiting Screens
Ihr- SEID Below : %
mcm“ $820Ch INformanon entered Dekow will D4 USE4 10 iKGenty ASINCt MACTNG records.
—
hgie
-

SEN:

e Click the red <X> in the upper right hand corner of the window to return to the previous
screen.

Incomplete/Complete Status
e Each section displays an Incomplete/Complete status in the upper right hand corner of the
screen.

Recruitment Information
For ALL SCHOOLS during the most recent hifing Cycle, list the endorsements that were recruiled and the FTE Dy level of School
(elementary, miadie grades and high School). Rate how difficult it was to fil £ach opening. Multiple recrutments for simitar FTE may be
combined by difficuty level fo speed up data entry

List ail openings since the last collection of this data (October of the previous year)

1 o openings existed for the school year, check: “No openings or recruitment to report.”

The information prowded in this tab will be used in the CRITICAL QUALITY EDUCATOR SHORTAGES report produced by OP1 every fall

Mo openings or recuitment to report (o 1o next screen).

e Once information is entered into the screen, the status will turn to “Complete” and the data
entry fields will roll up (or “hide”) as shown below:

Recruitment Information
For ALL SCHOOLS during the most recent hiring cycle, list the endorsements that were recruited and the FTE by level of school
(elementary. middle grades and high school). Raie how difficult it was to fill each opening. Multiple recruitments for similar FTE may be P

combined by difficulty level to speed up data entry

e Click the “Complete” link to expand the screen again.
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Sorting Records

Wiew 120681 F 013 Remove.

View 120699 F 2m Remous.
View 120682 [ 201
View 65087 F 2013
View a7%7 [ 2013

Export AllRecards. A New SEID Record Remove All Recorss

e Click on the table column headings to sort the table using the data in the column.
e Click on text column headings (e.g., Name) to sort alphabetically; click again to reverse the
sorted order.

e Click on headings for numerical columns (e.g., SEID or SSN) to sort data from smallest to
largest; click again to reverse the sorted order.

Using Filters

Select any records having similar characteristics by setting filter criteria. This feature locates a
single record or group of records with similar qualities.

&) Filter Results Below

Text:
SEID:

Apply Filter I [ Reset Filter

o Enter the criteria for the search and click the <Apply Filter> button.

e The search locates any records having the criteria entered.

e In the “Text” filter box, a name or combination of letters will locate all records with that
combination of letters in ANY field. For example, entering "ter" would locate employees
named Roger Potter, Peter Robinson, and Terry Clark and will also return all error
messages containing "ter" such as "The data you entered is not valid.”

e The SEID filter will locate all SEID records with that string of numbers in the SEID.

e To remove the filter and display all records, click the <Reset Filter> button.
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SCHOOL EMPLOYEE ID (SEID) GENERATOR

Background Information

Purpose
Use the SEID Generator to look up, add, edit, or delete a SEID record for any employee in the
organization.

Overview

The Office of Public Instruction (OPI) assigns a unique SEID number for each employee of a school
district or special education cooperative in Montana. For accredited nonpublic schools and Montana
State schools, the OPI assigns SEID numbers for all administrative, teaching, and support staff (see
“Who Needs a SEID Number?”).

Each employee is assigned a single SEID number for life, even if the individual works at more than
one school or district. An employer organization (i.e., district, cooperative, or state or accredited
nonpublic school) will use the TEAMS SEID screen to request a SEID number for an employee. If the
individual already has a SEID number assigned, the SEID Generator will locate that number.

Requesting/creating a SEID number for an individual is a one-time process. Once it is created, the
SEID number remains in the OPI's system and may be searched and located by any school district
with access to TEAMS.

How will SEIDs be used?

SEID numbers are used in TEAMS and other OPI data collections to identify individuals. The OPI
will use this data for many purposes. For example, the OPI will use SEIDs to determine whether
schools employ properly licensed and endorsed staff to provide instruction and services as
required by Montana'’s accreditation and licensure standards. The OPI will also use SEID numbers
to produce district salary and benefit reports required by 20-7-104, MCA. Accuracy is very
important!

Who needs a SEID number?

Every employee of a school district or special education cooperative must have a SEID. State schools
and accredited nonpublic schools must only have a SEID number for each person employed as an
administrator, teacher, instructional paraprofessional, librarian, counselor, or other licensed
professional. If a district uses a contractor to perform duties covered by the Montana accreditation
standards, the organization must obtain a SEID number for the individual who performs those
services.

The SEID number matches the Educator License folio number for anyone holding a Montana
Educator License.

(Return to FAQ’s)
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SEID Search Screen (i.e., look up a SEID)

Purpose
Use the search screen to:

1) Search the SEID database to locate potential matching records for a person; or
2) Search to look up an existing SEID number for a person.

Locate the SEID Search Screen

There are two methods to reach the “SEID Search” screen:
e Method 1 -

Terms of Employment Accreditation Master Schedule
s o

Current Year: 20122013
+ Annual Contract 07/01/2012 - 06302013

Lima K-12 Bchools - Disrct Lima .12 Schosls (00095

Poleies Recrument

Dual Enrolment | Intermships  Paroprofessioasls ONf-$4s Locations

"5 Atthe right side of the "Upload File:" bar, click the “SEID Search” button.

Terms of Employment Accredita

o On the “Home” row, click the “SEID Search” tab.
o Click the <SEID Search> button.

Search for a SEID Record

Search for a SEID Below 3

Search Criteria...
All search information entered below will be used to identify distinct matching records.

First Name:
Last Name:
Clear Search
Birthdate:
SSN:
SEID:

e Enter a name, portion of a name, or Social Security Number and click the <Search> button.
e Any records matching the criteria will display.
e Ifthe individual already has a SEID number, it will display.
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e If the system did NOT locate a SEID number for the individual, request a new SEID number
by manually entering the person's information. (See "Manually Add a SEID.")
e (lick the red <X> in the upper right hand corner to return to the “SEID” screen.

NOTE: The SEID Search will display all like names and previous names. That is, for example, a
search for the last name "Wilson" will display all SEIDs who have the current OR
PREVIOUS name of Wilson in the OPI's system, such as maiden names, etc.

TIPS:

e Use only one or two search criteria to broaden the search. Entering too many criteria may
exclude the record that is being searched for.

e If there is a mismatch on certain criteria, delete those criteria in the search. For example, if
the message says a record that is to be added doesn't match a birth date but matches other
criteria of an existing SEID, remove the birth date from the search criteria to see all SEIDs
with the same name and SSN that is being searched for.

e Try searching with only the last name or only the first name. Last name searches will
display all SEIDs having that name, currently or in the past (i.e, maiden names).

o [fthere are any errors, please notify the OPI sot that the errors can be corrected.

Clarify a Possible SEID Match

If the record entered matches some, but not all, of the characteristics of an existing record (e.g., the
name and SSN match but the birth date doesn’t match an existing record), confirm a potential
match. This is necessary to avoid creating more than one SEID number per person.

Perform Another SEID Search

Search for a SEID Below %
9

Search Criteria...
All search information entered below will be used to identify distinct matching records.
First Name:
Last Name:
Clear Search
Birthdate:
SSM:

SEID:

e To search again, click the <Clear Search> button. This clears the search list and returns to an
empty “SEID Search” screen.
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SEID SCREEN INSTRUCTIONS

Purpose

This process identifies the unique SEID number for each employee. If the OPI has not yet assigned a
SEID number, this process will create a new SEID number. The user may enter employee
information using a file upload or by entering each record manually.

Select a County and District (or Cooperative or Other Accredited School)

Terms of Employn

@ Home | © Disvia | W Scrool | M SEID Seweh
: Current Year: 2012-2013
Terms of Empl 07/01/2012 - 0673012013

county Beaverhead - School System Lima K-12 Schools - District | Lima K-12 Schools (0009) %]
SED EmpiopmenT n Atermative Education Indian Education Distance Learning Dual Enrollment Internships  Paraprofessionals. Off.Sie Locations

Cheh (2) at right for HELP and Instrucions. U]

W Upload Filo | Browse... | [ Uplosd tmpioyment fie | [ SEID Search J|

Settings: Fall, 2013

If reporting for entities in more than one county,
e Click the box next to "County" to select the county in which the organization is located from
the pull-down list.
e The "District" box will open.
e C(lick on the "District" box to select the district, cooperative, or other accredited school from
the pull-down list.

NOTES:
o Ifthe list does not contain the county or entity, call the OPI at 444-9444.
e To enter data for an entity, a user must have access rights assigned by the entity's
Authorized Representative (AR) using a TEAMS Security Form. See the form for more
details.

Upload a SEID File to Request SEIDs

NOTE: The SEID file must match the OPI's file format specifications. (See TEAMS Collection File
Formats.)

Terms of Employme: creditation Mast

P25 DistrictAuhorizedRepro

# Home | © Diswica | T Scnool | BB SEID Search

Current Year: 2012-2013

Terms of Employment - Annual Contract Information 07012012 - 06/30/2013

County Beaverhead - School System Lima K-12 Sehools « District Lima K-12 Schaols (0009)[=]
SEID Employment Contractors Professional Licensure  Policies  Recruftment  Special Education Dual Encoliment  Infermships  Paraprofessionals  OFfSile Locations.
Cilck (%) at right for HELP and instructions. [7]

W Upload Fie [ Browse... | [ uplosa tmptoyment rie | [ SEi0 Search |
Current Configuration Settings. Fall, 2013

e C(lick the <Browse...> button.
e Select the file in the “Upload File” dialog box.
e (Click the <Upload SEID File> button.
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TIP: If the file does not import, make sure that
1) itis saved as a CSV or TSV format; and
2) that there are no commas in the last field on the right in the file.

now (20 _[=] Rems perpage Page: [1[z]
delete these records before the import is complete
E0 | Frsthame Last Name Bt Gander Schoal Yaar Delete

SSH matchs an existing record, First Name or Last Nams does not match. F 13 Delets

ach F 2013 Delete

s
[
[]
L] 2013 Deleta
[] " 213 Delete:
L] F 13 Delete
[] F 2013 Delata
] F w13 Delete
[]

55N matches an existing recond, First Hame or Last Name does ot match. M 2013 resete

e Once the file is imported, records with errors are listed in the "SEID Records with Errors"
table.

e Each record with an error must be corrected or deleted. (See "Edit a SEID Record".)

First Name Last ame [ imaate. | aenaer | senoot vear

view 120681
View 120650
120682
66087
View a7

F .zm
F 201
[ 201
3 201
" 21 Romare

A Mew SEID Rcond Remove All Records

e Records without errors are listed in the "Valid SEID Records" table.
o These records show SEID numbers that are assigned to each employee.
o These records do not require further action.
o If there is an error or duplication in a record that cannot be accessed to edit or delete,
please contact the OPI at 444-9444 about the error.

NOTE: If another file is uploaded, or the previous file is uploaded again, it will remove all the
records from the screen and replace them with records from the newly uploaded file.
Any edits made on the screen will be erased. However, any SEIDs previously listed in

the "Valid SEID Records" table are still on file at the OPI and the SEIDs can be retrieved
if needed.

Manually Add a SEID

NOTE: One SEID number can be requested at a time and as many records as needed can be added.
One or more records may be added manually after uploading a SEID file.

First Name Lost Hame [ imaate. | aenaer | senoot vear
F 201
F 2013
" 201
F 2013

e C(lick the "Add New SEID Record" link under the "Valid SEID Records" table.
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‘ ' Terms of
e e e e
Add SEID Record
Use this form to generate a SEID number.
Please enter and confirm the information required.
)
* SSN: -0r- * SEID:
* Last Name: * Date of Birth:
MM/DDYYYY
* First Name: “Gender: © Female © Male
Middle Name: Local Teacher ID:
Once you have entered and confirmed the required information click the Validate Record button. Cancel| Validate Record >
-
. -
e Enter all required (*) fields.
e C(lick the <Validate Record> button.

o Ifno existing match is found,
= A new SEID number is created;
= The application returns to the SEID Generator screen; and
= The record is shown in the "Valid SEID Records" table.
o Ifapartial match is found,
= The application opens to ask for a review of potential matches to be sure the
employee is not one of those existing records.
TIP: Search using only one field, such as last name or SSN, to view all possible matches.

Search for a SEID Below x
9
Search Criteria_..
Frsthame: 3
Last Name:
Search | | Cioar Search
Bdate
i sse
seo:
Show 10 [v] semspecpage Page 1 [~][)
CC e
Sedect 100014 F
Setect 51893 L
Setect 56111 L
Sedoct 102022 £
Sesect 85535 £
Sesect 651% £
Sedect o F
Sesect 82850 £
Setect %1 L
Sedect 62408 F

= When the application locates the desired record, click the “Select” link to the left of
the record to be added.
= The application returns to the "Add SEID Record" screen with the fields prefilled.
o Click the <Validate Record> button to save the record and return to the SEID Generator
screen.
o The new record now appears in the "Valid SEID Records" table.
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Edit a SEID Record

Snow [20_[] #ems perpage Page: [1]z)

iption SED_ | Frstamo Last Hame murhaato Gondor School ear Delete
Edit | SSN matchss an existing ecore. THEt T & Las 11ams doss not match 0 - F 213 Delete
Edit | SN matchas an existing recoed, First Name or Last Name doss not match, ] F 2m besete
ng recond, First Hame o Last Name does ot match ] F 13 Deiota

cord, First Hams or Last Nams does not match. 0 ] EE Deiste

cord, the Date of Birth does not match [] F 213 Delete

cord, First Hame or Last Name daes nol match. [} F 2 pstats

Edit | SSH matches an sxisting recond, Frst Mame or Last Name does not malch [] F 2013 Detete
|Edit | 55 matches an existing recoed, First Nams or Last Nams doss not match. [] " 213 sesete

Any record may be edited from the "SEID Records With Errors" table. These records have
not yet created SEID numbers.

Click the “Edit” link to the left of the record to be edited.

The "Edit SEID Record" screen opens.

Edit the data as needed.

Click the <Save Changes> button to save the edits and return to the SEID Generator screen.
Click the “Cancel” link to cancel any edits and return to the previous screen.

The record will appear in the "Valid SEID Records" table.

NOTES:
e Any record in the "Valid SEID Records" table can be edited ONLY if the new record was
added and a new SEID was created in the current open session.

e If the original SEID request was not entered in the current open session, it may viewed
but not edited.

e (Call the OPI at 444-9444 if a SEID record needs correction.

Remove a SEID Record

Valid SEID Records

show (20 [3] tems perpage  Page: [1[3]
Distinct SEID Count: § )

View SEID First Mame Last Name Birthdate Gender School Year

View 120881 | | IG 201

view 120699 F 2013

view 120662 [ 201

ew 85087 F 2013

Viow w97 M 2013 Remove

Export All Records Add New SEID Record Remove AN Records

e Any SEID record can be removed from the "SEID Records With Errors" or the “Valid SEID
Records” tables.

e C(lick the “Remove” link on the “Valid SEID Records” table (or “Delete” on the “SEID Records
with Errors” table) to the right of the record to be deleted.
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Delete SEID Record

Use this form to remove the SEID file record below from your history.

* SEID:
* Last Name: * Date of Birth:
MM/DD/YYYY
* First Name: * Gender: © Female Male
Middle Name:

Local Teacher ID:

Once you have verified the required information click the “"Remove From History” button

Cancel | Remove From History

The "Delete SEID Record" screen will open.

Verify the record to be deleted.

Click the <Remove from History> button to remove the record.
Click “Cancel” to return to the previous screen.

NOTE: Removing a record from the "Valid SEID Records" table will:

o Remove the record in the OPI's database if the SEID number was created in the
current open session; or

o be removed only from the “Valid SEID Records” table, if the SEID number was
created by another entity. The SEID record will remain in the OPI's files.

View a SEID Record

Valid SEID Records o r
et SE10 Gourt: 5
[sm e Tastame e = Sovemverr
120681 I Ee)
s v o
e 2 u e
soer r P
v o] u o =
Exvon atRecares

‘Ada Hew 5510 Racors

o ASEID record cannot be modified in any way while viewing it.
o Click the “View” link to view a SEID record.

Remave A8 Recorts

Export SEID Records

" Valid SEID Records

Total Records: §

Distinet SEID Count: §

View st
view 120691
view 120699
View 120682
iew G087

frstHame Last Hame Birthdate

‘Ada Hew SEID Record

Genter

zmzma

Show |20 [3] toms porpage  Page (1[3]

School Tear
201
201
201
21
2013

Remave A1 Recorts

o Click the “Export All Records” link under the “Valid SEID Records” table to export all the
SEID records into an Excel file.

Remove All SEID Records

Fall 2013
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CAUTION: This action will remove ALL of the SEID records from the entities file, including filtered

files that may be hidden from the current view. Be sure to reset the filter before
removing all records. (See “Using Filters’.,

Valid SEID Records
View 120681 F 2013 ‘Remove
s i

iy i

2013
‘Ada Hew SEID Record

o Click the “Remove All Records” link under the “Valid SEID Records” table.
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TERMS OF EMPLOYMENT (TOE)

Background

Purpose

Use the TOE screen to upload a file or manually enter information about the organization's
employees, including position codes, FTE, contract base salary, days and hours of employment, etc.
The TOE data is collected for each fiscal year (July 1 through June 30). This data will be paired with
Teacher-Class (i.e., course) data reported for the school year to determine whether the schools of
the district meet applicable Montana accreditation standards. The data will also be used to produce
an annual report of employee compensation as required by state law 20-7-104, MCA.

Who to report?
A district or special education cooperative must report every employee paid by a district or
cooperative using TOE records.

A Montana state school, accredited nonpublic school, or residential treatment center must report all
employees with positions that are governed by accreditation standards, (i.e., administrators,
teachers, instructional paraprofessionals, librarians, counselors, and other licensed professionals).

For more information, see Terms of Employment - Descriptions of Data Fields.

Special Education Cooperative Employees:
o These employees must have a TOE record in the Cooperatives TOE data file before a district
and report the employee in their TOE record.

(Return to FAQ’s)

Instructional Paraprofessionals:
o Enter only Instructional Paraprofessionals that are in the classroom for class overload.
o Other Instructional Paraprofessionals are entered into the TOE file, then additional
information is requested on the Paraprofessional Screen.
(Return to FAQ's)

TOE SCREEN INSTRUCTIONS

Locate the TOE Screen

vl Terms of Employm cereditation Master Schedule

€pB250 DistrictAuthorizedRepresentative - Sign Out

& Home | © Dt | W School | WM SEID Search

Current Year: 2012-2013
07/01/2012 - 06/30:2013

County ad - School System Lima K-12 Schools « Distrit |Lima K-12 Schoals (0009)[%]
“ @ S —————— S -
chch ¢ HELP and instructions. 9

o Onthe “Home” row, click the “District” tab.
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o Click the “Employment” subtab.

Select a County and District (or Cooperative or Other Accredited School)

V’ Terms of Employment Accreditation Master Schedule

Weicome cp8258 DistrictAuthorizedRepresentative - Sign Out

& Home | © Dsine | T School | BN SEID Search

Current Year: 2012-2013

SEID Generat 07/01/2012 - 063072013

County Beavernead - School System Lima K-12 Schools + District |Lima K-12 Schools (0009) (]
S0 e Dohcics atornshps Oftito Locabons

ek (2 a igh for HELP and nsiructions. o

If reporting for entities in more than one county,
e Click the box next to "County" to select the county in which the organization is located from
the pull-down list.
e The "District" box will open.
e C(lick on the "District" box to select the district, cooperative, or other accredited school from
the pull-down list.

NOTES:
o Ifthe list does not contain the county or entity, call the OPI at 444-9444.
o To enter data for an entity, a user must have access rights assigned by the entity's
Authorized Representative (AR) using a TEAMS Security Form. See the form for more
details.

Upload an Employment File

NOTE: The Employment file must match the OPT's file format specifications. (See TEAMS Collection
File Formats.)

Terms of Employment Accreditation Master Schedule
8 DotrctA o8 Out

o | © Dusiict | T Sehont | 8 5610 Semch

Current Year: 2012.2013

SEID Generator O1/01/2012 - 067302013
County Beaverhead + Schaol Sysiem Lima K-12 Sehools. + District |Lima K.12 Schoals (0009) %
SED Employment  Contracions  Professional Licensure. Polickes.  Recruitment Inte b LAY

L]

Gk (7) at nigh for HELP ane instrctons
W uphona v Biowse... | | Ueiowd 300 vk [ SEID Semen |

e Click the <Browse...> button.
e Select the file in the “Upload File” dialog box.
e Click the <Upload Employment File> button.

TIP: If the file does not import, make sure that
1) itis saved as a CSV or TSV format; and
2) that there are no commas in the last field on the right in the file.
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Employment Records with Errors. Snow |20 [z] items perpage  Page |1[3]
Must correct errors or delets these recards befors the import is complete. .
Ervor Descripton

S0 [Ermieree o Sahoct Pusibor[FiE [ sckootvear [ siams_[Dwiete |
record: 2013, 0607, 0B12, . The gwen u\'wiW 100800 Mslstone School 0000 2013 Detete

Edit Enor loating record 20T T 100800 Melstane 73 [T setete

Bt Enorlasdg recond: 013, 06D, 1742, _ The gen key was nd pressrt i the oy o080 Melsione 7.3 boon  20m Dol

Edii  Ermor loadng record: 2013, 0507, 1742, . Tha ghen key was not presart i the dictonary 100809 Melstone 7.3 oo 2013 Delete

|Edit Emor oaing racord: 2013, 0507, 0012, .. The given kay was not presset inthe dictionary. 100809 Mislstons School W xu Delete

e Once the file is imported, records with errors are listed in the "Employment Records with
Errors" table.

e Each record with an error must be corrected or deleted. (See "Edit an Employment Record".)

Valid Employment Records

snow |20 [v] nems perpage  Page 1[x] @

. [schon = e scnootvear [ s Doiote |
[ om0 Lima Figh School Gosch won 2 PERM [
| e 51520 Lima High School Extracuricuiar 0000 2013 PERM Oeiete
| cawn B Vima ok Rchord v a Prru [

e Records without errors are listed in the "Valid Employment Records" table.
o These records show Employment numbers that are assigned to each employee.
o These records do not require further action.

NOTE: If another file is uploaded, or the previous file is uploaded again, it will remove all the
records from the screen and replace them with records from the newly uploaded file.
Any edits made on the screen will be erased.

Manually add an Employment Record

@ Valid Employment Records
82

Total Records:

show (5[] tomaporoage  oge [1 5] B
[k [se0 Erployes ama ] Posion i ot Your [ i [
o o073 Dt Substaus Nomtacher ) F tots
on man Wlsons School Toache  Ganarl Educaton ) wn psM e
Edit 100796 Maistons Schoal Substitute Non-teacher 0000 013 Desete
e Wasane 72 Toache - Geneal Ecucation v o PN [
o Tt Westone 78 Toacha Spacia € ucaton vuy o PEAM [

Export AllRocords ‘Add ew Emplopmant Record Kemave All Records,

e Under the “Valid Employment Records” table, click the “Add New Employment Record” link.

Add Employment Record Field Definitions
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Add Employment Record

Use this form to add the TOE file record below.

Please enter and confirm the information required.

On this screen you are entering information specific to the position code selected, and the record does net alter or have an effect on any other records regarding this employee.

*Fiscal Year: * Legal Entity Code:

= School Code: — Please Select —  |~] * SEID: Search
* Position Code: — Please Select — [=]

* Employment Status . .

o — Please Select —[v] Base Salary (Annual):

* Employment Start Date:  07/01/2012 * Employment End Date:  06/30/2013

* Employment Hours/Year: * Employment Days:

* Employment Hours Code: | — Please Select —[~| * Employment FTE:

Itinerant Empioyee Flag

(Coops Only)

Once you have entered and confirmed the required information click the Add Record button. Cancel | Add Record

e School Code

o Select either “District Level” or the School at which the employee works.

o Ifthe employee works for more than one school of the district, report the portion of the
employees position (FTE) under the appropriate school code.

NOTES:

e The school split is critically important when reporting the positions required by
accreditation standards. The OPI will determine accreditation status based on
this data.

e The OPI Position Codes list has a column called “Level” which identifies whether
the position code is normally reported at the district wide level or the individual
school level.

e SEID

o Enter the employees SEID number.

o The employees name will appear in bright blue under the field.

o Ifthe employees SEID number is unknown, click the <Search> button to use the SEID Search
to locate the number. (See Search SEID.)

e Position Code

o Select the employee’s position code.

o Lista separate position code for each duty the employee has. For example, an employee
spend half his or her time teaching and the other half as the librarian. That teacher would
have two TOE record with different position codes.

NOTE: The list of codes will change dependent upon the selection in the School Code field. If
the correct position code cannot be located, ensure the correct School Code is
selected.

e Employment Status Code

o Permanent “PERM” means the person is meant to serve through the remainder of the
current school year in a position that is normally filled.

o Temporary “TEMP” means the person serves in a position that is scheduled to end at some
time in the future and the position would not normally be refilled.
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Base Salary (Annual)

o Enter the employee’s base salary, not including benefits, extra pay or stipends for extra
duties.

o Prorate the employee’s total base salary among the positions, schools and districts in which
the person’s duties are reported.

NOTE: Nonpublic schools do not have to report this to the OPI. Enter “1” in this field.

Employment Start Date

o Enter the start date of the employee’s current contract.

o Date must be within the current fiscal year.

Employment End Date

o Enter the end date of the employee’s current contract.

o Date must be within the current fiscal year.

Employment Hours/Year

o Enter the number of hours the employee is contracted to work for the current fiscal year.
NOTE: Nonpublic schools do not have to report this to the OPI. Enter “1” in this field.

Employment Days

o Enter the number of days the employee is expected to work for the current fiscal year.
NOTE: Nonpublic schools do not have to report this to the OPI. Enter “1” in this field.

Employment Hours Code

o Select either “FULL” for full-time employment or “PART” for part-time employment.

Employment FTE (full-time equivalent)

o Enter the FTE of employee.

o FTE refers to the number of hours of work normally required in a full-time position. An FTE
Unit is a portion of a full-time position dedicated to a specific position.
= For example, a full-time principal would be assigned 1.0 FTE, regardless of whether the

contract is for 10 or 12 months.

o Ifan employee works at more than one school, report a separate record for the employees
position for each school assignment (i.e., report a portion of FTE under each school code)
except for the “District Level” employees.

o Round FTE to three decimal places.

Itinerant Employee Flag (Coops only)

o This flag is ONLY required for Special Education Coop employees.

o Anitinerant employee is one whose job requires working with or serving children in more
than one school district and requires travel.

Click the <Add Record> button to return to the TOE Screen.
Click the “Cancel” link to cancel and return to the TOE Screen.

Edit an Employment Record
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Valid Employment Records
[ e

show 5 [5] tems perpage  Page |1 (3] B
Cistinet SEID Count: 44
r— |50 Erployes ama ] = i ot Your [ i [ |
] Wolstone Schaol Teacher - Goneral Ecucation 1000 w01 PEAM Deiote
|Eait 100796 Malstans Schaol Subatitute Nonvteacher 0000 201 Delete
£ #1020 Wolstane 78 Toacher - Ganeral Edusation (X5} 01 PERM Deete
[ean Tase1 Molstans 78 Teacher - Specal Educaton bua o PERM [

Export Allecords e Employnant Record Remave Al Recards

e Click the “Edit” link to the left of the employment record to be edited.

Terms of Emj

Edit Employment Record

Use this form to edit the TOE file record below.
Please update and confirm the information required.

On this screen you are entering information specific to the position code selected, and the record does not alter or have an effect

4

7
*Fiscal Year * Legal Entity Code: 807
* School Code: Melstone School (0812)[~] * SEID:
* Position Code: Teacher - General Education (TC01) [=]
S PERM = * Base Salary (Annual):
~ Employment Start Date:  08/16/2012 * Employment End Date: 7545013
* Employment Hours/Year: 1268.00 * EmploymentDays: 16100
CogamenHours FULL [=] * Employment FTE: 1.000
Itinerant Employee Flag
(Coops Only)

Once you have update and confirm the information required click the Save Changes button.

Cancel | Save Changes >

e Edit the fields as necessary.

o (Click the <Save Changes> button to save the changes and return to the TOE screen.
e Click the “Cancel” link to cancel the editing and return to the TOE screen.

Delete an Employment Record

Valid Employment Records
& ot necoren 1

snow (6 [5] wnacoroass e [1 )00
Distinet $EID Gount: 44

B |5 Erployes ama ] = i ot Your [ i |
Eart 100795 District Substitute Non-teacher 0000 011 -

o mm Wlsane Schaal Toache  Ganeal Education 1000 o PN Dot

e voorss Mlsione School Subattude Nontaacher oo o [
) Wasane 72 Toache - Geneal Ecucation v on PN [

| Ean T4E61 Molstane 7-8 Toacher - Special Education 0143 2013 PERM Detete.

Exson Anmecoran

‘A e Employmant Record Remave Al Records

e Any Employment record can be removed from the "Employment Records With Errors" or
the “Valid Employment Records” tables.

e Click the “Delete” link to the right of the employment record to be deleted.
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Delete Employment Record

Use this form to delete the TOE file record below.

Please verify

Deleting this

* Fiscal Year:

the record you want to delete below.

employment record will not affect any other employment records for this empioyee.

* Legal Entity Code:

* School Code: * SEID:

* Position Code:

* Employment Status
Cote:

* Employment Start Date:
* Employment Hours/Year:

* Employment Hours Code:

* Base Salary (Annual:
* Employment End Date:
* Employment Days:

* Employment FTE:

tinerant Employee Flag
{(Coops Only)

Once you have verified the required information click the Delete Record button.

Cancel | Delete Record )

T —

Verify the record shown is the record to be deleted.

Click the <Delete Record> button to delete the record from the TOE file and return to the

TOE screen.

Click the “Cancel” link to keep the record and return to the TOE screen.

Export Employment Records

Valid Employment Records

2 snow (5 [5] mems porpase  paoe [1 (3] 0
Distinet SEID Count: 44

B [so Emplayen Hama Schont Posion e School Voar [ satus Delete
e 100735 Distnct Substaute Homteacher 2000 201 Oets
Edit TH273 Meistone School Teacher - General Education 1000 013 PERM [
an 10arss Wlstans Schaol Substdute Nomlanchar o om Dsete
20 Walstane 78 Teaciver - Goners Ecucation o om PERM Deste
Welstons 78 Teacher - Special Education [ m PERM Deete

‘Add e Empleyment Recard

Wemave Al Records

e Click the “Export All Records” link under the “Valid Employment Records” table.
TIP: Export the Employment Records and save for use next year.

Remove all Employment Records

CAUTION: This action will remove ALL of the Employment records from the entities file, including
filtered files that may be hidden from the current view. Be sure to reset the filter before

removing all records. (See “Using Filters”.)

oyment Records

Valid Emph

Edit
Ean
Ean
Ean
Ean
Ean

Expor

2 snow (5 [5] mems porpase  paoe [1 (3] 0
Distinet SEID Count: 44
[sem0 Emplores Name Schont Posion e School Voar [ satus Delete
100795 District Substitute Non-teacher 0000 011 Dedbots
Twan Walstans Schaal Teache: - Ganers Education 1000 2m PERNM paste
10arss Wlstans Schaol Substdute Nomlanchar o om Dsete
20 Walstane 78 Teaciver - Goners Ecucation o om PERM Deste
Tags1 Welstons 78 Teacher - Special Educaton [ m PERM
ot AN ocords

‘A e Employmant Record
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Click the “Remove All Records” link under the “Valid Employment Records” table.

View TOE Report

L
Last Upload; 08102013

4} Select File Season Below 4} Filter Results Below
vour: 2013[3]

Schook - Al Schools [=
Season: Fall Upload  [7]

Text
SEi0:

efings Expie Date

MDD
Save Sottings | | Remeove Settings
l I lid Employment Records below have been saved and submitted
mend

end the submission, you may edit Valid Employment Records, Import a file 1o replace all previous entries, of manually Add a New Employee Record 1o the Valid Employment Records list below.

Apply s | | Reset Fiter

Valid Employment Records
8 ot recorasi 71
Distinet SEID C.

now (20 [3] hemsperooge  Page [1[z] B
wa s Empioyes Hame [ schean Poainon e Schout ear [ staus
Edit 51920 Lima High School Coach 0.000 2013 PERM
e 51920 Lima High Schaol Extracumculw 0000 2013 PERM
lese  s1s0 Lima High Schoot Toacher - Genaral Ecucation o750 201 PERM
£ait 61920 Lima 7-8 Coach 0.000 2013 PERM
[ea s1s20 Lima 18 Toncher - Goneral Educaton 0250 2013 PERM
Edit 103416 Lima High Schaol School Nurse - General Education 0128 2013 PERM
wI00% v
.

Click the <View Report> button above the “Valid Employment Records” table for a report of
all the TOE records at the entity.
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TEACHER - CLASS

Background Information

Purpose
The OPI uses the Teacher-Class data, in combination with the other OPI data collections, to
determine the accreditation status of schools.

School district and other Montana accredited education programs must submit information about
each class and each teacher, co-teacher, instructional aide or facilitator who has responsibility fo
the class. All classes for the entire school year are to be reported in TEAMS, listing each
employee/class match separately.

NOTE: The Annual Data Collection (ADC) previously collected information about people and the
classes that were assigned to them. Conversely, the Teacher-Class data collection collects
information about classes and the educators who are assigned to them.

Which Organizations (aka “Reporting Entities”) must submit the Teacher-Class Report?
Montana public school districts, nonpublic accredited schools, and State-Funded schools (i.e.,
Montana School for the Deaf and Blind, Pine Hills School, and Riverside School) must submit the
Teacher-Class data.

Special education cooperatives do not submit the Teacher-Class data portion of TEAMS because
they do not provide classes. Districts must report any classes provided for district students using
teachers, co-teachers, instructional paraprofessionals, and facilitators who are employed by a
cooperative.

Residential Treatment Facilities must only report classes related to the public school educational
services offered by the treatment center.

(Return to FAQs)
Which Classes and Educators Must be Reported?

A district or other Montana accredited educational program must report all classes the district
provides for the entire school year. This includes any class provided by the district for its enrolled
students using a teacher, co-teacher, instructional paraprofessional, or facilitator employed by the
district or accredited educational program.

Classes in the data collection are uniquely identified using the combination of the Montana K-12
Course Code, Session Type Code, and the Session Number. To report all educators with
responsibility for a unique class, there may be more than one record reported for the combination

of fields that identify a unique class. For example, a teacher and instructional paraprofessional
could be reported for a single class, and the two Teacher-Class records would be the same except
one would differ in the SEID and the other fields that identify the role of the educator.

Report These Classes
e Any class offered at the high school for dual credit (i.e., the student earns both college and
high school credit.
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e Any class provided by a postsecondary school for which the district offers high school
credit.

e C(lasses which use special education teachers and/or co-teachers employed by a
cooperative. Typically, a special education co-teacher is an itinerant employee of a special
education cooperative who works with the classroom Teacher of Record to provide
supplemental special education for one or more students.

e C(lasses offered using distance learning, such as correspondence courses, online learning,
videoconferencing, streaming video, etc.

e Summer school session classes that follow the school year. For example, report summer
school classes held in June/July/August of 2014 with the school year 2013-14 TEAMS
report of classes. If the district has not finalized plans for summer school classes for the
following summer at the time of the fall data collection is made, districts should do their
best to provide information about planned summer school classes and educators, including
estimated enrollments. Summer school Teacher-Class data may be revised in May/June with
the session is scheduled.

e (lasses provided for at-risk students as part of an alternative education program of the
district.

e C(lasses for Pre-K, Kindergarten, and Transition 1st grade.

Do not Report These Classes
e Special education related services (e.g., OP/PT services, speech and audiology services, etc.)
e Afterschool programs that are not part of the school curriculum
e Adult education classes and HiSET (formally known as “GED”) preparation classes.

(Return to FAQs)
Teacher-Class Screen Instructions

Locate the Teacher - Class Screen

Terms of Employment Accreditation Master Schedule
Welcoma cpiZS8 DISHICUMNONTodRpIySetate - Sign Nt

# s | © o+ | W [[# 4 810 suaen

ANNUAL SCHOOL TEACHER CLASS INFORMATION T T

0012012 - 062013
Counly. Beaverhead + School Sysiem Lima K12 Schels - Distict [Lima K-12 Schaois (008] ] + School [ Plassa Select
PRHours | dion Esucanon

CUCRTTY

* HELP and st tioas. @

W Upload Fle: Browse.. | | bplosa Teschor Class 1 [_SEID Search |

e On the “Home” row, click the “School” tab.
e (Click the “Teacher - Class” subtab.

Select the County, District, and School
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edule
i Out

oma | © Cisiict | T Scnool | B SEID Swarch

Current Year: 2012-2013

ANNUAL SCHOOL TEACHER CLASS INFORMATION IPoNTE AT 2812 20
oy v Schoo! System Lima K-A2 Schools. - Distrct [Lima K.2 Schoos (0009)[x] - School [ Plesse Select —— [ >

[sacher Ciasd ~ WOT  PRMows Indion Education

Gk (7}t

. upoaa e [ Browse...) [ vpiosa Teschar Ci o

right for MELP and instrucrions: 9

[(SEID Search |

If reporting for multiple entities

Click the box next to "County" to select the county in which the organization is located from

[ )
the pull-down list.

e The "District" box will open.

e Click on the "District" box to select the district, cooperative, or other accredited school from
the pull-down list.

e The “School” box will open.

e C(lick on the “School” box to select the school from the pull-down list.

NOTES:

e Norecords will be visible until a school is selected.

o Ifthe list does not contain the county or entity, call the OPI at 444-9444.

e To enter data for an entity, a user must have access rights assigned by the entity's
Authorized Representative (AR) using a TEAMS Security Form. See the form for more
details.

Upload a Teacher-Class File

NOTE: The Teacher-Class file must match the OPI's file format specifications. (See TEAMS Collection
File Formats.)

Terms of Employn

w | © Dismct | W Scroo | B SEIDSearch

Current Year: 2012-2013

ANNUAL SCHOOL TEACHER CLASS INFORMATION 070172012 - 083072013

Counly. Beaverhead - Schoo! System Lima K-A2 Schools. - Distrct |Lima K-12 Schoois (0009)[<] + School | Plesse Salect

fsacher Ciasd ~ WOT  PMows  Indian Education

CHlck [7) at ight for MELP a6 mstrucions

" 9
& uploaa i | Browss.. || Uplosd Tescher Class foe | ["SEID Search |

Click the <Browse...> button.
Select the file in the “Upload File” dialog box.
Click the <Upload Teacher-Class File> button.

TIP: If the file does not import, make sure that
1) itis saved as a CSV or TSV format; and
2) that there are no commas in the last field on the right in the file.

show |20 [x] nems pacpsge  Page [1[7]
Couraame Course Soauance Soctancose | semon oo | Suppar st Tyve Gasstmes Dol |
ooste

45095 | Lima Schoal Scieace (grads 5) a L4 Twehve Moath Not Aggicabs 1100
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Once the file is imported, records with errors are listed in the "Teacher-Class Records with
Errors" table.

Each record with an error must be corrected or deleted. (See "Edit a Teacher-Class Record",)

ow 20 [2] tams Page [1E)
Course Hame Sessian Type. Course Sequence Secion Code Support Stafi Type Class Minutes Dalete
[T Amancan iian Language Quarter ' uz CoTaacher £ Deite
o sm Fronch Bomastar ' ur et Appicabla 000 Detete
Export AN Records Add Hew Teacher Class Record Remove All Records.
Upload Histol Show (20 [5] tomsporpone  Fage (1[5
°

Records without errors are listed in the "Valid Teacher-Class Records" table.
o These records do not require further action.

NOTE: If another file is uploaded, or the previous file is uploaded again, it will remove all the

records from the screen and replace them with records from the newly uploaded file.
Any edits made on the screen will be erased.

Manually add a Teacher-Class Record

=

Edit | s6D
B 51920
B 57203

Lucation Schoot Course Hame
Lima Schoal

Sevs et e
Quarter 1 L2

Fage (1[5
Support Stall Typa
Amarican indian Language

ima School Franch

Expon A8 Recorts

Class Minutws Dolete
CeToachar

Remeve Al Records

show [20[2] nems par page
L]

Click the “Add New Teacher-Class Record under the “Valid Teacher-Class Records” table.

Add Teacher-Class Record Field Definitions
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Add Teacher Class Record
Use this form to add the Teacher Class file record below.
Please enter and confirm the information required.
On this screen you are entering information specific to the position code selected, and the record dees not aiter or have an eifect on any other records regarding this employee.
Fiscal Year: 2013
Location Legal Entity Location School
Code: 3
Owmer Legal Entity Owner School
e Lima K-12 Schools (0009) [=] e — Please Select — [~
SEID: — Please Select — [*] coursecode: | —Please Select — [~]
Teacher of Record? ] Section Code:

- Session
Session Type: — Please Select — || T — Please Select —[~|

Co Teacher

Support Staff Type: | — Please Select —  [v] Type Code: — Please Select — [=]
Instructional Para Academic Level
Type Cote: — Please Select — © — Please Select — [~]
Once you have entered and confirmed the required information click the Next Page button. Cancel Next Page

Alternative Education Classes:
o Enter each Alternative Education Class the in the district.
o When a class identified as an Alternative Education Class (see “Alternative Education
Program”), TEAMS will request additional information about the Alternative Education
Program on a separate Alternative Education Program Screen.

Distance Learning classes (including classes offered from the MT Digital Academy):
o Enter the facilitator of the class, who must be a district employee.
o When a class identified as a Distance Learning Class (see “Distance Learning”), TEAMS will
request additional information about the Distance Learning Provider and the provider’s
teachers on a separate Distance Learning Screen.

(Return to FAQs)
e Owner Legal Entity Code

o Ensure this is the correct Legal Entity (i.e., District) for the course record being entered.
e Owner School Code
o Ensure this is the correct School for the course record being entered.

e SEID
o Choose the correct teacher for the course record being entered.
NOTES:
=  Ateacher may be listed several times, depending on the Position Code entered on the

TOE record.
= [fateacher cannot be located, return to the TOE and enter the teacher there and return
to this screen.
e Course Code
o Select the correct Montana K-12 Course Code. Districts are not required to replace their
existing district-assigned codes or names for courses, but districts must crosswalk all
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courses using the standardized K-12 Course Codes in order to report those course to the
OPL
Prior-to-Secondary Course Codes
e Prior-to-Secondary course codes may only be reported in elementary schools having K-
8 self-contained classrooms.
Secondary Course Codes
e Secondary (grades 5-12) course codes may only be reported under middle schools and
high schools.
Elementary Grades
e K-12 Course codes for self-contained K-8 classrooms range from 73030-Kindergarten
(self-contained) to 73038 - 8 Grade (self-contained). Additionally, K-8 Physical
Education and Music classes have specific grade-level course codes for elementary level
classes. Other curricular areas within self-contained K-8 classes do not have specific
course codes and are not identified as separate classes in the Teacher- Class data
collection.
Title I Classes
e Title I classes do not have specific course codes; however Title I classes are generally
identified as reading or math classes using grade 5-12 course codes and are further
identified using Academic Level Code “RE” - Remedial.
Structured Recess
e Use code 58018 to record Structured Recess
lCombination Grade Classes|

e Use code 73039 (Prior to Secondary Education) to record the Combination Class.
e Inthe Grade Low/High fields on the next screen, choose the lowest grade for the Grade
Low field and the highest grade for the Grade High field.
(Return to FAQs)
e Teacher of Record?

o Click the box if the SEID in the record is the educator who actually teaches the class.

o The “Teacher of Record” is responsible for a students learning activities that are within a
subject or course and are aligned to performance standards.

o There may be a Teacher of Record AND a support staff person (co-teacher, instructional
paraprofessional or facilitator) associated with a particular class section. Create a separate
Teacher-Class record for the class section for each SEID.

o Special Education teachers of record was previously referred to as a “Sole Provider.” In the
Teacher-Class data collection, a special education teacher is identified as the Teacher of
Record and the Academic Level Code of the class should be listed as “SE” Special Education.

e Section Code
o Enter the section number used by the entity to identify this unique course.
o This can be a combination of letters and numbers.
e Session Type
o Select the proper Session type.
o Elementary grades are typically “SY” for the full school year.
o Middle grades (5-9) is the term for which a final grade is assigned for the class.
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o High School grades (9-12) is the term for which credit is given for the class. If partial credit
is allowed for a student’s passing a portion of the year, that term should be reported as the
Session Type Code.

o Distance learning or self-paced classes - indicate the session type that most closely matches
the planned assignment of class credit for completion, even if the time needed to complete
the class does not coincide with the session’s normal start and end date.
= Mini Term (MT) - a school term which is shorter than a regular session. A mini term is

generally delivered as a sub-term within a larger session. For example, an 18 week
semester may be divided into 6 mini terms of 3 weeks each.
= Inter Session (IS) - a short session which occurs between longer sessions, such as
during a winter or spring break.
= Long Session (LS) - a Session that is longer than a Semester, but shorter than a Full
School Year.
e Session Number

o Select the proper session of the course.

o Session Number refers to a stand-alone class session. This generally refers to a term for
which credit is earned.
= Full year classes will have a Session Number of 1.
= For semester classes, the first semester would be Session Number 1 and the second

semester would be Session Number 2.
= For quarter classes, the first quarter would be Session Number 1, the second quarter
Session Number 2 and so forth.
e Support Staff Type

o Ifthe Teacher of Record box is not clicked, select the appropriate support staff type of the
teacher.
= Co Teacher (TE) - Licensed teacher who works with the Teacher of Record to provide

supplemental educational services for one or more students in the class.
= Facilitator (FA) - The individual employed by the district to facilitate a distance, online
and technology-delivered learning class in accordance with ARM 10.55.907.
= Instructional Parapro (IP) - Instructional paraprofessional as defined in ARM 10.55.715.
e Co Teacher Type Code

o If Co Teacher was selected in the “Support Staff Type” field, select the type of Co Teacher for
the course.
= Special Education (SE) - Co Teacher who is responsible for special education. A special

education co-teacher is often partnered with a Teacher of Record who is employed on
an itinerant basis by a special education cooperative to be in the classroom on a steady
basis or who is a general education teacher who needs a co-teacher to provide parallel
special education services in the classroom.
= Title I (TI) - The co-teacher is responsible for providing instruction for students who
are eligible for Title I services while working with the Teacher of Record.
e Instructional Para Type Code

o IfInstructional Paraprofessional was selected in the “Support Staff Type” field, select the

type of Instructional Paraprofessional type of the teacher.
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= General Education (GE) - The Instructional Paraprofessional is responsible for general
education while working under the supervision of the Teacher of Record.

= Special Education (SE) - The Instructional Paraprofessional is responsible for special
education. A special education instructional paraprofessional is sometimes assigned to
work under the supervision of a Teacher of Record to provide parallel special education
services in a general education or special education classroom.

= Title I (TI) - The Instructional Paraprofessional provides services for students who are
eligible for Title I services while working under the supervision of the Teacher of
Record.

= Alternative Education Program (AE) - The Instructional Paraprofessional provides
services in an alternative education program of the school district while working under
the supervision of the Teacher of Record.

e Academic Level Code

o Select the appropriate academic Level of the course.

o Asingle class may commonly serve students in multiple academic levels, but only one
academic level may be listed per class. Enter the academic level that most closely identifies
the major emphasis of the course curriculum and delivery, not the students’ academic level.
= Special Education (SE) - The class provides education and related services for students

with disabilities in accordance with an Individual Education Plan (IEP). The class adapts
the curriculum, materials, or instruction for students identified as needing special
education. This may include instruction for students with any of the following: autism,
deaf-blindness, hearing impairment, mental retardation, multiple disabilities,

orthopedic impairment, serious emotional disturbance, specific learning disability,
speech or language impairment, traumatic brain injury, visual impairment,
developmental delay, and other health impairments.

= Remedial Education (RE) - The class aims to improve any particular deficiency,
including a deficiency in content previously taught but not learned. In grades 5-12,
remedial reading and math courses are typically Title I classes.

= General Education (GE) - The course provides instruction in a given subject matter area
that focuses primarily on general concepts for the appropriate grade level.

= Honors (HO) - Specialized classes that offer a faster pace and more rigorous curriculum
program. Usually, honors class programs are selective based on previous academic
performance in the subject and on the results of a subject area exam. Honors classes
give high-ability students the opportunity to be more challenged than they would be in a
regular class.

= Basic Education (BE) - The course focuses primarily on skills development, including
literacy in language, mathematics, life and physical sciences, and social sciences and
history.

Click the <Next Page> button.
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‘ ' Terms of
Add Teacher Class Record
Use this form to add the Teacher Class file record below.
Please enter and confirm the information required.
On this screen you are entering information specific to the teacher class, and the record does not alter or have an effect on any ofher records regarding this teacher class association.
Credit Amount: Course Sequence:
District Course Name: Course Sequence Total:
Distriet Course Number: Grade Low: — Please Select — [~]
Class Start Date: /2012 Grade High: — Please Select — E
Class End Date: 6/30/2013 Class Enroliment:
Class MinutesiYear: Distance Learning? ]
Dual Enroliment Credit? [ ] Alternative Education Program? [ |
Once you have entered and confirmed the required information click the Add Record button. Cancel | Previous Step Add Record

e C(Credit Amount

o Enter how many credits available to a student completing the class.

o Enter “0” if no credit is assigned for this class, including PK-8 classes and any other class for
which credits are not earned.

e District Course Name
o Enter the name the district uses for the course.
o This may differ from the OPIs course codes.
e District Course Number
o Enter the number the district uses for the course.
o This may differ from the OPIs course numbers.
e (Class Start Date
o Enter the date the class starts.
e (Class End Date
o Enter the date the class ends.
e (Class Minutes/Year

o Enter the Public Instruction time for the class, in minutes.

o For self-paced classes that take students more or less time for class completion, report the
estimated time that would have been needed to complete the class in a traditional
classroom setting.

e Dual Enrollment Credit?

o Ifthisis a dual enrollment course, check the box.

o "Dual enrollment/dual credit" means opportunities for high school students to be enrolled
in high school and postsecondary courses at the same time. There are three categories of
such opportunities:
= "College credit only" means students receive college credit for courses taken from a

postsecondary institution but do not receive high school credit. Students may or may
not be taking these courses during the school day.
. LDo not record these classes in TEAMS,

[Comment [BE3]: Is this correct?
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= "Dual credit" means students receive both college credit and high school credit for
courses taken from a postsecondary institution. Students may or may not be taking
these courses during the school day. The faculty member must have an appropriate K-
12 license and endorsement in the subject taught or a Class 8 license.
= "Concurrent enrollment" means the district offers these courses during the school day
and they are taught by district high school faculty who have been approved by the post-
secondary institution to teach these college level courses. Students receive both high
school and college credit for the completed course.
o Additional information will be requested on a separate “Dual Enrollment” screen.
e Course Sequence
o Enter the sequence for the course. For example, Algebra Il would be “2” in a sequence of

Algebra [, 11, and III.

o Ifthere are no related sequence of courses or if the class is an elementary grade class, enter
“1”.

e Course Sequence Total

o Enter the total number of course sequences. For example, the Sequence Total would be “3”
for Algebra [, II, and III.

o Ifthere are no related sequence of courses or if the class is an elementary grade class, enter
“17.

e Grade Low

o Select the lowest average grade the course is taught at.

o Ifthis is a combination grade class, select the lowest grade taught.
e Grade High

o Select the highest average grade the course is taught at.

o Ifthisis a combination grade class, select the highest grade taught.
e (lass Enrollment

o Enter the number of students enrolled in the class, or enter the estimated number of
students who will be enrolled in a class which has not yet commenced as follows:
= C(lasses started on or before the first Monday in October (Fall Enrollment Count Date for

ANB), report the actual enrollment as of the count date.
= (lasses not yet started as of the first Monday in October, but will be in session as of the
February 1 count date, report the number of students estimated to be enrolled.
= (lasses that include neither the October or February count date, report the enrollment
on the final day the class meets.
e Distance Learning?

o Ifthis is a distance learning class, check the box.

o “Distance Learning” means instruction in which students and teachers are separated by
time and/or location with synchronous or asynchronous content instruction and
communication between student and teacher (e.g., correspondence courses, online learning,
video conferencing, and streaming video). ARM 10.55.602.

o When this box is selected, additional information will be requested on a separate Distance
Learning Screen.

e Alternative Education Program?
o Ifthisis an alternative education program, check the box.

.' Denise Juneau, Superintendent - Montana Office of Public Instruction » www.opi.mt.gov
avtmt.acy

Fall 2013 DRAFT Page 35 of 62


http://www.mtrules.org/gateway/RuleNo.asp?RN=10%2E55%2E602

TEAMS Manual

o An “Alternative Education Program” is a restructured academic program to serve at-risk
students, operated within an accredited public school. In some cases, a school may operate
an alternative education program at a site other than a school building fo the district.

o When this box is selected, additional information will be requested on a separate
Alternative Education Screen.

e (lick the <Add Record> button to save the record and return to the Teacher-Class screen.

e C(lick the <Previous Step> button to return to the previous screen.

e (lick the “Cancel” link to cancel the Teacher-Class record and return to the Teacher-Class
screen.

Edit a Teacher-Class Record

R Valid Teacher Class Records

Total Records: 2 snow 20 [2] toms porpage  Page [1[3]
Distinct SEID Count: 2
Lmpioyos Hame Location Schoot Course ame Seasion Type Course Sequence Section Code Sunport Staf Type Class Mnutes Dolete
Lima Schoal Amarican ndian Langusge Quarter 1 L2 CoToacher 2000 Dotote
Lima Schoal Science (grade 5) Twelve Month ] L Instructional Parapo 7700 Detele
Export All Recordn Add Hew Toacher Class Recard Remove ANl Racords

e (Click the “Edit” link to the left of the Teacher-Class record to be edited.

Edit Teacher Class Record
Use this form to edit the Teacher Class file record below.
Please update and confirm the infarmation required
On this screen you are entering information specific to the position code selected, and the record does not aiter or have an effect on any other records regarding this employee.
Fiscal Year:
Location Legal Location School
Entity Code: Code:
Owner Legal Entity Owner School
e Lima K-12 Schools (0009) [=] e Lima School (0011)  [~]
SEID: $51920): Coach [*] Coursecose:  |American indian Language (56620) =
Teacher of Record? [] Section Code:  L12
Session
Session Type: Quarter (QT) [=] e 1[=]
CoTeacher
Support Staff Type: | CaTeacher (TE) [=] Type Code: Special Education (SE)[+]
Instructional Para Academic
Type Code: Not Applicable (NA) [+] e General Education (GE) [+]
Once you have update and confirm the information required click the Next Page button. Cancel | Mext Page >
/

e Edit the fields as necessary.

e (lick the <Next Page> button to save the changes and proceed to the next screen.
e C(lick the “Cancel” link to cancel the editing and return to the Teacher-Class screen.
e Edit the fields as necessary.

e C(lick the <Save Changes> button to save the changes and return to the Teacher-Class
screen.
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e C(lick the <Previous Step> button to return to the previous page.
e C(lick the “Cancel” link to cancel the editing and return to the Teacher-Class screen.

Delete a Teacher-Class Record

nt

Edin [ SED Empioyes Hame Location School Course Hame Sesnion Type Course Sequence ‘Section Code Support Sialf Type Class Wnutes @
B 51920 Lima Schaol Amaiican indian Language Quarter 1 12 CaTeacher 2000

o 120681 Lima Schoal Scienca (grade 5) Twelve Month 3 Lid Instructional Parapeo 7700 Detete
Export Al Records ‘vid New Teacher Class Record Remave All Records

e Any Teacher-Class record can be removed from the "Teacher-Class Records With Errors" or
the “Valid Teacher-Class Records” tables.

o C(lick the “Delete” link to the right of the Teacher-Class record to be deleted.

Delete Teacher Class Record
Use this form to delete the Teacher Class file record below.
Please verify the record you wantto delete below.
On this screen you are entering information specific to the position code selected, and the record does not alter or have an effect on any other records regarding this employee.
Fiscal Year:
Location Legal Entity Location School
Code: Code:
Owmer Legal Entity Owimer School
Code: Code:
SEID: Course Code:
Teacher of Record? Section Code:
Session
Session Type: T
Co Teacher
Support Staff Type: Type Code:
Instructional Para Academic Level
Type Code: Code:
Once you have verified the required information click the Delete Record button. Cancel Delete Record

e Verify the record shown is the record to be deleted.

e C(lick the <Delete Record> button to delete the record from the Teacher-Class file and return
to the Teacher-Class screen.

e C(lick the “Cancel” link to keep the record and return to the Teacher-Class screen.

Export Teacher-Class Records

a Valid Teacher Class Records

Total Records: 2 show (20 [3] memsperpage  Page: [1[5]
Distinct SEID Count: 2

B[S0 [Emporeo ame Locaton Schoot Courne Hame Sosmion Trow Couse Soaumnce Sochon Code Soppor Sl Ty Clos e Doleta

B 61920 Lima Schaal American Indian Language Quarter 1 L1z CoTwacher 2000 Dotate

[ — Lima Schaal Science (grads ) Twakve Month ] L Instruetional Parapro 100 Dotete

Export All Records Add Wew Teacher Class Record Romove All Records
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Click the “Export All Records” link under the “Valid Teacher-Class Records” table.

Remove all Teacher-Class Records

CAUTION: This action will remove ALL of the Teacher-Class records from the entities file,
including filtered files that may be hidden from the current view. Be sure to reset the
filter before removing all records. (See “Using Filters”.)

& Valid Teacher Class Records
T a5 2

how (20 (5] tama porpage Page: (1[5
Distint SEID Gount: 2

B [s0 | cmpopes ane Tocaton Schost Caurse e Seamion e Course Soquerce Sechon Gode Suppor St Ty Cassmnuies Deiete

e Lia Schoo Ameican ndan Longuoge Quane | ) CaTeache 0 Dot

o oen Lima Schaa Scisnce (s 5 Tuah Wiortn ) L

Expor A Rocorss

Instructonsl Parapo
Add How Teacher Class Record

7700
Fomove ANl Records

e (lick the “Remove All Records” link under the “Valid Teacher-Class Records” table.
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Shannon are done.

/[ Comment [BE4]: Need to wait until Kevin and }
]Contractors\ Screen

Purpose

Locate the Contractors Screen

Terms of Employment Accreditation Master Schedule

Vreicome cpu2H DIRtICAUROrT0dKoprusentatve - Sign Out

"

S S
County Beaveriye M Lima K-12 Schools + District: |Lima K-12 Schools (0009) 2]
s s —

e On the “Home” tab, click the “District” tab.
e (lick the “Contractors” subtab.

“ Denise Juneau, Superintendent - Montana Office of Public Instruction » www.opi.mt.gov

Fall 2013 N DRAFT

Page 39 of 62



TEAMS Manual

Professional Licensure Screen

Background Information

Purpose
Employees that have positions that require a professional license other than an educator’s license
are listed here.

Why is the OPI collecting this data?
This information will be used to monitor IDEA compliance and determine eligibility for the Quality
Educator Payment.

Locate the Professional Licensure Screen

Terms of Employment Accreditation Master Schedule

™6 CPU2SH DIBtIICUAUNOIT0aKoprasentative - Sign Out

Current Year: 2012-2013
07/01/2012 - 06/302013

Recrutment nternships. - site L

e On the “Home” tab, click the “District” tab.
e (Click the “Professional Licensure” subtab.

Professional Licensure Screen Instructions

PROFESSIONAL LICENSURE INFORMATION
Employees listed below have positions that require a professional license other than an educator's license.
If the license type or number do not appear or are incorrect, enter the correct licensure information.
This information will be used to monitor the IDEA compliance and determine eligibility for the Quality Educator Payment.

If a professionally licensed employee who should appear below is not listed below, add the person's contract information on the Terms of Employment (TOE)
screen and return to this screen to complete the professional licensure information.

show s [vtems perpage Page: 1
Name | SEID ‘ Position Code License Type | License Number | License Status ‘ License Expiration ‘
Select ) 103416 SP69 - School Murse - General Education

e Ifaprofessionally licensed employee is not listed, add the employees contract information
on the TOE record and return here to complete the professional licensure information.
e Click the “Select” link to the left of the record.
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Provide the fﬂ"ﬂwiﬂﬁ infermation for the Professional License

Review/Enter sll of the Required Fields snd dick the Ssve button when complete

If you cannat locate the person’s license number, have the employee contact the Depariment of Labor and Industry (DLI).

Selecting License information for. Name:

License Type: — Please Select — E

Employee First Name: Last Name:
Licenses Found:

License Number: License Type:

License Status: Expiration Date:

e License Type
o Select the proper Professional License the employee has.
e Enter the Employees First Name.
o Enter the Employees Last Name.
e C(lick the <Search Licensees> button.
e Select the proper license in the “Licenses Found” box.
. |TEAMS will search the Department of Labor and Industry (DLI) database and return the

remaining license information for the employee| [Comment [BES]: Is this correct?

o Ifthe employees license number cannot be located, have the employee contact the DLI.
e C(lick the <Save> button to save the record.
e C(lick the <Cancel> button to cancel the record.
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Policies Screen

Background Information

|Purpose\

Why is the OPI collecting this data?

There are several Administrative Rules of Montana (ARM) that require the Board of Trustees have

various polices in place. Compliance with the ARM is critical for accreditation of Montana
educational programs.

The OPI may request copies of policies to verify responses.

Locate the Policies Screen

Terms of Employment Accreditation Master

veicome CpIIH DInticiAUNOrTedKopruser

County Beaverhead - School System Lima K-1; (et [Lima K-12 Schools (0009) [+
SAI0 Employment  Contractorn  Professional Lice nt nternships. Of-Site Locations
Gl (7)  right for HELP andf Insiructions,

e On the “Home” tab, click the “District” tab.
e (Click the “Policies” subtab.

Policy Screen Instructions

First question \onIy{:

¢ Indicate which evaluation method the district has chosen by selecting it.
e Click the <Save> button to move to the next policy.

Student Protection Procedures Policy
Does the Board of Trustees have written policies addressing bullying, hazing, intimidation, and harassment of students?

Complete

(Effective July 1, 2013)
Does the Board of Trustees have written policies addressing bullying, hazing, intimidation, and h of and ing the requi
ARM 10.55.719? (Reference: ARM 10.55.719 and ARM 10.55.701(2)(f))

Select: © Yes @ No

e Indicate that the Board of Trustees has adopted a written policy for each of the policies
listed by selecting Yes or No.

e Each policy has a hyperlink to the ARM reference.

e Click the <Save> button to move to the next policy.
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Recruitment Screen

Background Information

/{ Comment [BE8]:

|Purpose\ P

Why is the OPI collecting this data?
The information provided will be used in the Critical Quality Educator Shortages report produced
by the OPI every fall.

Locate the Recruitment Screen

Terms of Employment Accreditation Master Schedule

™6 CPU2SH DIBtICUAUNOT0aKoprasentative - Sign Out

Current Year: 2012-2013
SEID G¢ a 070012012 - 06/302013

County Beavernead - School Systemn Lima K-12 Schools 2 Schools (0009) ».
)i i ) (s i pr— ik
Gk (1) ot right for HELP and iystructions. o
e On the “Home” tab, click the “District” tab.
e (Click the “Recruitment” subtab.

Recruitment Screen Instructions

No recruitment activities:

Recruitment Information
For ALL SCHOOLS during the most recent hiring cycle, list the endorsements that were recruited and the FTE by level of school
(elementary, middle grades and high school). Rate how difficult it was to fill each opening. Multiple recruitments for similar FTE may be
combined by difficulty level to speed up data entry

Incomplete

List all openings since the last collection of this data (October of the previous year).
If no openings existed for the school year, check: "No openings or recruitment to report.”

The information provided in this tab will be used in the CRITICAL QUALITY EDUCATOR SHORTAGES report produced by OPI every fall.

P

Mo openings or recruitment to report (go to next screen). ( )
S

o [fthe district has not had any positions that have been recruited since the last data
collection, click the “No openings or recruitment to report” box.
e Click the <Save> button.
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Enter Recruitment activities:

Recruitment Information
For ALL SCHOOLS during the most recent hiring cycle, list the endorsements that were recruited and the FTE by level of school (TR
(elementary, middle grades and high school). Rate how difficult it was to fill each opening. Multiple recruitments for similar FTE may be
combined by difficulty level to speed up data entry

List all openings since the last collection of this data (October of the previous year).
If no openings existed for the school year, check: "No openings or recruitment to report.”

The information provided in this tab will be used in the CRITICAL QUALITY EDUCATOR SHORTAGES report produced by OP! every fall.

Mo openings or recruitment to report (go to next screen).

Show 5 items per page Page: 1

| Endorsement | Recruitment Level ‘ Total FTE Difficulty Filling Position

| o Records Found

Add New Recruitment

e (lick the <Add New Recruitment> button to add district recruitment activities.
e Add as many records as Recruitment Efforts were made.

Provide the following information for the Recruitment

Review/Enter all of the Required Fields and click the Save button when complete.

Recruitment/Endorsement
Area:

~ Total Difficulty Filling Position A
Recruitment FTE Level: FTE: (s — Please ¢

e Recruitment/Endorsement Area
o Select the proper endorsement area that the recruitment effort was made in.
e Recruitment FTE level
o Select the academic level that the recruitment effort was made in.
e Total FTE
o Enter the Total FTE that the recruitment effort was for. For example, if recruiting for
two full-time Librarians, enter “2”. However, a full-time Librarian and a full-time
Counselor would need two separate recruitment records.
o Difficulty Filling Position
o Select how difficult the position was to fill.
e C(lick the <Save> button to save the record.
e C(lick the <Cancel> button to cancel the recruitment record.
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Special Education Screen

Background Information

P ‘ ~{ comment [BE9]:
urpose ,"

The OPI collects the percentage of FTE spent by each special education teacher and instructional
paraprofessional with 3-5 year olds and 6-21 year olds.

Why is the OPI collecting this data?
The OPI must annually report this data to the U.S. Department of Education.

Which Special Education Teachers do I report?
Report the percentages for each employee with a position code of SE25 - Special Education
Paraprofessional or TCO3 - Teacher-Special Education.

(Return to FAQs)

Locate the Special Education Screen

Terms of Employment Accreditation Master Schedule
Viaicome cpN248 DintrictAuthortradKaprasentatme  Sign Out

om (| © t %h of | W SEI0 Sewch
Current Year: 2012-2013
SEID Ge 07/01/2012 - 06/302013

County Beaverhead 5chool System Lima K-12 Schools - District | Ling = 3
SHO Employment  Contractors  Professional Licensure  Policies  Recry ot nternships. O Site Locations
Gk (1) at right for HELP andt Ivsirvctions. @
e On the “Home” tab, click the “District” tab.
e Click the “Special Education” subtab.

Special Education Screen Instructions

Special Education Position Information
This screen collects the percentage of FTE spent by each special education teacher and instructional paraprofessional with 3-5 year olds and 6-21 year olds
OPI must report this data annually to the U.S. Department of Education.

Report the percentages for each employee with a position code of SE25 Special Education Paraprofessional or TC03 Teacher - Special Education.

The screen displays employees with SE25 and TC03 position codes from the Terms of Employment (TOE) screen. If a reportable person should appear on this
screen but does not. please review your TOE file and if the person is in the TOE, but still does not appear on this screen contact Danielle Murphy

(406 444 1625 or dm gov) at OP! for assistance_

@ show [20 [=] items perpage  Page: [1[=]
SEID | Educator Position | FTE | % of FTE for 3 to 5 year olds Calculated FTE for 3 to | Calculated FTE for 6

Code 5year olds years old and up

47938 TC03 0.125 | 40 0.05 0.08
47938 TC03 0.125 | 25 0.03 0.09
47938 T003 n,w©
45895 TCO5 0.000
120699 TCO5 0.000
50822 TC05 0.000
103424 TCO05 0.000 it

e All employees with SE25 and TCO03 position codes from the TOE are listed here. If a
reportable position is not listed, enter them on the TOE and return here.
o C(lick the <Edit> button to the right of the record to be edited.
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o Enter the percentage of FTE for the 3 to 5 year olds that the employee works with.
o The other fields are calculated fields.

e (lick the <Update> button to save and close the record.

e C(lick the <Cancel> button to cancel editing of the record.

e Repeat the steps for each Special Education Position.
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Alternative Education Screen

Background Information

~{ comment [BE10]:

|Purpose\ >
Describe the district’s Alternative Education Program(s), including the school to which the program
is attached/assigned for accreditation purposes.

What is an Alternative Education Program?
An “Alternative Education Program” is a restructured academic program to serve at-risk students
within an accredited public school district.

For Alternative Education Programs described below, be sure to list each class of the program in
the Teacher-Class screen, identifying each class as an Alternative Education class of the school to
which the program is attached

Locate the Alternative Education Screen

Terms of Employmen creditation Master Schedule

PU2SH DIstrictAUINONTacKoprasentatve - Sign Out

Current Year: 2012-2013
SEID Gete 07/01/2012 - 06302013
County Beaverhead - School System Lima K-12 Schools + District hmkﬂikluxr\lm
610 Employment Contractors  Professional Liceasure  Policies  Recruitment ntarnonips Ot-sie Locations

Gk (1) at g for HELP and nsruciions \/ o

e On the “Home” tab, click the “District” tab.
e (Click the “Alternative Education” subtab.

Alternative Education Screen Instructions

No Alternative Education Programs

Alternative Education

“Alternative: Education Program” is a restructured academic program to serve at-risk students within an accredited public school district. (=

If the school system does not have any Alternative Education Programs, check “No Alternative Programs*” and click the Save button.

o~
Mo Alternative Education Programs ( =
N
A. On Host School's Campus
Where are students served? B. Off Host Schoal's Campus
C. Combination of off-site and on-site locations
A_ Graduation requirements are not modified for these students OR no high school students are served
How are high school graduation requirements modified |g_ Credits are reduced to the state requirement
as allowed in ARM 10.55.906(3) and (4) for students C. Credit requirements are individualized for each student
served in this program? D. Other (explain)

Explanation

- a

e C(lick the “No Alternative Education Programs” box.
e Click the <Save> button.
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Enter Alternative Education Programs

Alternative Education

“Alternative Education Program” is a restructured academic program to serve at-risk students within an accredited public school district. Ll

If the school system does not hawe any Alternative Education Programs, check “No Alternative Programs” and click the Save button

Mo Alternative Education Programs F
A. On Host School's Campus
Where are students served? B. Off Host School's Campus
C. Combination of oft-site and on-site locations

Graduation requirements are not modified for these students OR no high school students are served
Credits are reduced to the state requirement

Credit requirements are individualized for each student

Other (explain)

How are high school graduation requirements modified
as allowed in ARM 10.55.806(3) and (4) for students
served in this program?

cCowmr

Explanation

View Alternative Education Report

Show 20 items per page Page:

| | Program Name ‘ Program Description | Program Director ‘ AddressLn1 |Addre55 Ln2 ‘ City ‘ State ‘ Zip | Phone |

Add New Alternative Educatlo@

e Select the appropriate option for where the students are served.

| Mo Records Found

e Select the appropriate option to how the high school graduation requirements are modified.
o If“Other” is selected, an Explanation must be given.

e C(lick the <Save> button to save the information.

e Click the <Add New Alternative Education Program> button to add an Alternative Education
Program.
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Add New Alternative Education Program

Provide the following informatien for the Alternative Education Pregram
Create one record for each Program and provide all information listed below.

Enter all of the Required Fields and dick the Save button when complete.

Program Name: ‘
Program Description:

Program Director Name:

e (Enter the SEID # of the Direclor as listed on the Host School's TOE File) SEID Search
Alternative Education Program Address Information
Address Line 1: Address Line 2:
City, State, ZipCode: — Please Select 7|Z| =

Program Enrcliment - Fall Enroliment Count

(Counts as of the 1st Monday in October of current school year) Incomplete

Enter zerces where appropriate.

High School Level
Middle Grades Level

Elementary Level:

e Enter the Program Name.

e Enter a Description of the Program.

o Enter the phone number to the location.

e Enter the Program Directors SEID number OR use the <SEID Search> button if the SIED
number is not known.

e Enter the physical address of the Alternative Education Program.

e Click the <Save> button.

e Enter the enrollment count of the program as of the first Monday in October at each level.

e Click the <Save> button.

e Repeat the process for each Alternative Education Program the district has.

View the Alternative Education Report
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Alternative Education Complete

i on Program” is a restructured academic program fo serve al-risk students within an accredited public school district.
View Alternative Education Report |
( 4

Show| 20 El\tems perpage Page 1E|

e C(lick the <View Alternative Education Report> button to view the Alternative Education
Programs for the district.
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Indian Education Screen (District)

Background Information

Purpose

This annual report will provide the OPI with information on school and district efforts to implement
the requirements of 20-1-501, MCA, Indian Education for All, and assist the OPI in planning for
future staff development and technical assistance delivery options across the state. Each fall a
summary of this report will be made available on the OPI website upon completion of the TEAMS
submission and analysis cycle.

Locate the District Indian Education Screen

“"' Terms of Employment Accreditation Master Schedule
Welkoms cpR264 DiakrciAuthoizedhepresentatve - Sgn Ovt

{ » o
Current Year: 20122013
SEID GeMenaia 0710172012 - 06302013
County Beaverhead + School System Lima K-12 Schools - Distrct |Lima K-12 Schools (0009)[ /—\

10 Employment  Contractorn  Professional Liceasure  Policies  Recrustment nternships.

ok (1) ot righ for HELP and nsirucoions \\§ J @

e On the “Home” tab, click the “District” tab.
e (lick the “Indian Education” subtab.

Indian Education (District) Screen Instructions

Indian Education for all Funds

e
Indian Education for All Funds
This annual report will provide the Office of Public Instruction with information on school and district efforts to implement the requirements
of MCA 20-1-501. Indian Education for All. and assist the OPI in planning for future staff development and technical assistance delivery Incomplete
options across the state. Each fall a summary of this report will be made available on the OPI website upon completion of the TEAMS
submission and analysis cycle.

Respond to each of the following questions

1. Use of Indian Education for All funds is limited to
curriculum development, providing curriculum materials
to students, and providing training to teachers about 1. Providing curriculum materials to students
curriculum and materials. What are your district's plans | 2. Curriculum development

for spending these funds during the current school year? | 3. Training regarding curriculum and materials
Mark all that apply. (Hold the CTRL key down to select
more than one)

2. What activities did your district implement with the A
Indian Education for All funding received during the
previous school year? Be as specific as possible,
including grade levels, and curriculum area.

3. Have the school administrators in every school of the
district received training regarding Indian Education for @ Yes © No
allin the pastyear?

4. Have your school board members received fraining

regarding Indian Education for All in the pastyear? Mark ) yes ©) No

one.

5. Indicate the status of your district”s plan for integrating | 1- We have a complete plan to fully integrate IEFA into the revised content standards implementation.
Indian Education for All in your implementation of the 2. We have a partial plan to fully integrate IEFA into the revised content standards implementation.
revised Montana content standards. Mark one. 3. We have no plan to fully integrate IEFA into revised content standards implementation.
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e Question 1: Select the appropriate response.

e Question 2: Enter text to answer the question.

e Questions 3 & 4: Select either Yes or No to the questions.
e Question 5: Select the appropriate response.

e C(lick the <Save> button to save the responses.

American Indian Student Achievement Gap Funds

No Indian students enrolled in the District:

American Indian Student Achievement Gap Funds

Incomplete

If there are not any Indian students enrolled in your district, check the box indicating that and click Save. This section is then complete.

There are no Indian students enrolled in our district < (=] ,

6. What is your district's
plan for using the American
Indian Student Achievement
Gap payment during the
current school year? Mark
all that apply. (Hold the
CTRL key down o select
more than one)

Explain (Other marked
above).

1. Professional Development

2. Presenters/Guest Speakers

3. Purchase textbooks/CDs/DVDs

4. Purchase library books/CDs/DVDs

5_Field Trips

6. Hire teachers/staff specifically to work at closing the achievement gap between Indian and non-Indian students
7. Incorporate programs and senices specifically to work at closing the achievement gap between Indian and non.
8. Provide student incentives (i.e_, attendance, honor roll, etc.)

9. Curriculum review and/or development to integrate culturally relevant curriculum in instructional program

10. Tutoring or other after-school programs

11. Offer credit recovery programs or materials

12. Develop/implement drop-out programs or materials

13. Developfimplement summer school programs or materials

14. RTUMTSS - Response to Intervention/Multi-Tiered Systems of Support

15. Culturally Responsive Instruction/Curriculum

16. Other (provide an explanation in the text box, required)

-Indian students

and curriculum area.

7. What activities did your districtimplement with the American
Indian Achievement Gap payment received during the previous
school year? Be as specific as possible, including grade levels,

e Ifthere are no Indian students enrolled in the district, check the box.
e Click the <Save> button, to save the response.

Fall 2013
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There are Indian students enrolled in the District:

American Indian Student Achievement Gap Funds

Incomplete

If there are not any Indian students enrolled in your district, check the box indicating that and click Save. This section is then complete.

There are no Indian students enrolled in our district. (=

1. Professional Development

2. Presenters/Guest Speakers

3. Purchase textbooks/CDs/DVDs

4. Purchase library books/CDs/DVDs

. Field Trips

6. What is your district's 6. Hire teachers/staff specifically to work at closing the achievement gap between Indian and non-Indian students

Indian Student Achievement |8. Provide student incentives (i.e., attendance, honor roll, etc.)

Gap payment during the 9. Curriculum review and/or development to integrate culturally relevant curriculum in instructional program
current school year? Mark |10, Tutoring or other after-school programs

all that apply. (Hold the: 11. Offer credit recovery programs or materials

CTRL key down to select 12. Develop/implement drop-out programs or materials

more than one) 13. Develop/implement summer school programs or materials

14. RTIMTSS - Response to Intervention/Multi-Tiered Systems of Support

15. Culturally Responsive Instruction/Curriculum

16. Other (provide an explanation in the text box. required)

plan for using the American |7 Incorporate programs and services specifically to work at closing the achievement gap between Indian and non-Indian students

Explain (Other marked
abaove):

7. What activities did your districtimplement with the American
Indian Achievement Gap payment received during the previous
school year? Be as specific as possible, including grade levels,
and curriculum area.

¢ Question 6: Select as many responses as necessary to explain the district’s plan for using the

Indian Student achievement Gap funds during the current year.
o If“Other” is selected, an Explanation is required.

e Question 7: Enter text to explain how the district used the Indian Student achievement Gap

funds during the previous year.
e (Click the <Save> button to save the information.

View the Indian Education for All Report
—

Indian Education for All Funds
This annual report will provide the Office of Public Instruction with information on school and district efforts to implement the requirements
of MCA 20-1-501, Indian Education for All, and assist the OPI in planning for future staff development and technical assistance delivery
options across the state. Each fall a summary of this report will be made available on the OP| website upon completion of the TEAMS
submission and analysis cycle.

Incomplete

e C(lick the <Indian Education for All Report> button to view a report of the districts
responses.
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Distance Learning Screen

Background Information

Purpose

The OPI collects information about Distance Learning providers and their employees who teach or
facilitate Distance Learning classes so the OPI can verify the qualifications of the teachers and
facilitators of Distance Learning classes used by Montana school districts/schools.

Provider Registration

August Registration

Distance Learning providers must register each year by the first Monday in August with the OPI as
required by ARM 10.55.907. Distance Learning Providers can register on the OPI website at
www.opi.mt.gov/Resources/Index.html.

June Registration
In June Distance Learning Providers are required by ARM 10.55.907 to report to the OPI all school
districts served, the class provided and class enrollment.

Locate the Distance Learning Screen

Terms of Employment Accreditation Master Schedule

Vieicome cpu25H DIBtrCAUROriTeaKoprasentame - Sign Out

hoe | © ontct | T chool o
G Current Year: 20122013
SEID G i 07/01/2012 - 06/30/2013
5ch00l System Lima K-12 Schools « District: |Lima K-12 Schools (0009)[=) /\

SKI0 Employment Contractors  Professional Licensure  Policies  Recrutment nternships. Of-Site Locations

Gk (1) ot rgh for HELP and nsirucovons \ g 9

e On the “Home” tab, click the “District” tab.
e Click the “Distance Learning” subtab.

County Beaverhead
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Dual Enrollment Screen

Purpose

Locate the Dual Enrollment Screen

Terms of Employment Accreditation Master Schedule

e CPU2SH DIBtICAUROrI0dKoprusentatve  Sign Out

SEID G Mermtor—"

County Beaverhead

Current Year: 2012-2013
07012012 - 06302013

School System Lima K-12 Sehools + District |Lima K-12 Schooln (0009)[%]

10 Employment  Contractorn  Professional Liceasure  Policies  Recrustment temsips.
Gl (7) t right for HELP andf insiructions.

On the “Home” tab, click the “District” tab.
Click the “Dual Enrollment” subtab.
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Interships Screen

Purpose

Locate the Interships Screen

Terms of Employment Accreditation Master Schedule

eicome CpI2SH DIBtIcAUtNoTedKeprasentatie - Sign Out

SEID Gene

Current Year: 2012-2013
County Beaverhead - 5¢

07/01/2012 - 06/302013

m Lima K-12 Schools + District |Lima K-12 Schools (0009) %]

SH0 Employment  Contractorn  Professional Licensure  Policies  Recrustment
Gllck (1)t right for HELP andt nsrucrions, \_/

Internenips.

On the “Home” tab, click the “District” tab.
e C(lick the “Internships” subtab.
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Instructional Paraprofessionals Screen

Purpose

Locate the Instructional Paraprofessionals Screen

Terms of Employment Accreditation Master Schedule

Vreicome cpu2H DIRtICAUROrT0dKoprusentatve - Sign Out
W school | W 1EI0 Seach

SEID Generatot

Current Year: 2012-2013
County Beaverhead

07/01/2012 - 06/302013
School System Lima K-12 Sehools + District |Lima K-12 Schooln (0009)[%]

U — - -
R —————

On the “Home” tab, click the “District” tab.

o C(lick the “Paraprofessional” subtab.
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Off-Site Locations Screen

Purpose

Locate the Off-Site Screen

Terms of Employment Accreditation Master Schedule

Vreicome cpu2H DIRtICAUROrT0dKoprusentatve - Sign Out
W 7 hool | W SEI0 Seach

SEID Generam®

Current Year: 2012-2013
County Beaverhead

07/01/2012 - 06/302013

10 Employment  Contractorn  Professional Liceasure  Policies  Recrustment nternships.
Gl (7) t right for HELP andf insiructions. o

e On the “Home” tab, click the “District” tab.
e C(lick the “Off-Site Locations” subtab.

School System Lima K-12 Sehools + District |Lima K-12 Schooln (0009)[%]
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HQT Screen

Purpose

Locate the HQT Screen

Terms of Employm

o | © (st | W School | B SEID Search

ANNUAL SCHOU R CLASS INFORMATION

Current Year: 2012-2013
QTA/2012 - 16302013
County Beay g Q! SYSIEM Lima K-12 Schools - Distict Lima K-12 Schaols (0009)[x] - Schoo | Please Select —  [=]
L Pigiours  ndian Education

On the “Home” tab, click the “School” tab.
e (lick the “HQT” subtab.
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PIR Hours Screen

Purpose

Locate the PIR Hours Screen

Terms of Employmer

1 Master Schedule

tave - Siga Out

ANNUAL SCHOOL

” Current Year: 2012-2013
CLASS INFORMATION 07012012 - 060/2013
Courty: Beaverhead - Sct et Lima K-12 Schools. - Disirct [Lima K-12 Schoots (0009)[R] - School [ Plesse Seleet — [
— @ —
Bk () i ight for HELP ™
& upiosa Fle: | Browse.. | Uplosa Tescher Clans ree SEID Semrch
[ )

On the “Home” tab, click the “School” tab.
e (Click the “PIR Hours” subtab.
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Indian Education (School) Screen

Purpose

Locate the School Indian Education Screen

Terms of Employmer

1 Master Schedule

tave - Siga Out

ANNUAL SCHOO|

Current Year: 2012-2013
LASS INFORMATION 07012012 - 060/2013
Gounty: Beavernead - School System Limg 6l enools - District |Lima K-12 Schools (0009)[] - Scnool | — Plesss Seiset 0
[feachor-Clasq  WaT | P
Bk () 1 gt for HELP anct st @
& upiosa Fle: | Browse.. | Uplosa Tescher Clans ree SEID Semrch
[ )

On the “Home” tab, click the “School” tab.
Click the “Indian Education” subtab.
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REPORTS

TOE Report
Alternative Education Program Report

Indian Education for All (District) Report
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